
Notice PM-2310
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC  20250

For: State Offices and APFO

Authorizing State Office Access to National Time Inquiry - Leave Update System (TINQ)
Approved by:  Deputy Administrator, Management

1 Overview

A
Purpose This notice provides information to State Offices for access to the National

Finance Center (NFC), FSA “FA” database through TINQ.  State Offices will
perform adjustments using TINQ for “FA”employees for the Leave Transfer
Program (LTP), leave audits, and restored annual leave.  Currently, FSA State
Offices have TINQ access to the County Office “CE” database at NFC.

Effective June 30, 2002, approval for LTP recipients and donors will be managed
by the respective State Office.  Kansas City will forward all active LTP case files
to the Administrative State Office.

B
Contacts To provide technical guidance for:

� NFC and time and attendance (T&A) system adjustments, contact either of the
following:

� Carolyn Layden, KCAO, HRD at 816-926-6709
� Myrna Highlander, KCAO, HRD at 816-926-6184

� LTP, contact either of the following:

� Mary Harvey, KCAO, HRD at 816-823-3308
� Dana Candler, KCAO, HRD at 816-926-6117

� access to TINQ, contact the National Help Desk through your State Computer
Specialist.

Disposal Date

November 1, 2002

Distribution           

State Offices and APFO
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2 LTP Recipient

A
Action for 
Leave Recipients

All AD-1046’s from GS and CO employees within a State shall be FAXed or
delivered to the State’s Administrative Officer or a designee for review.  CED’s
and/or Service Center managers shall verify that medical documentation has been
received and initial AD-1046’s before they are FAXed to the State Office.  State
Offices shall complete the following.

Step Action

1 The State Administrative Officer or designee shall:

� review each AD-1046
� determine eligibility
� approve/disapprove application.

2 The State Office shall notify the recipient, recipient’s supervisor, and timekeeper of approval. 
If AD-1046 is disapproved, the reviewing official shall contact the applicant or someone
acting on their behalf to request further medical documentation or advise of reason for
disapproval.

3 The State Office shall perform Payroll/Personnel Remote Entry System (PRES) 120 action to
establish the employee as an approved leave recipient in the NFC database.

4 The State Office Administrative Officer or designee will e-mail the recipient’s solicitation
information to the appropriate nationwide CO or GS Leave Transfer Subscription List on the
FSA Intranet.

5 The State Office shall establish and maintain a leave transfer file on all approved recipients.

Note: Forms are available on the FFAS Employee Forms Online Intranet site. 
Access the site from the FSA Intranet at http://intranet.fsa.usda.gov/.
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3 LTP Donor

A
Action for 
Leave Donors 

All AD-1043’s from GS and CO employees shall be:

� approved by the leave donor’s CED, Office Manager, or supervisor
� FAXed or delivered to LTP coordinator in the State Office for TINQ action. 

State Office LTP coordinators shall use the following table.

Note: When FSA State, County, and Service Center Offices receive the T&A
software upgrade, steps 1 through 3 will not be necessary.  Further
information on this subject will be provided with the new software.

Step Action

1 Verify donor’s annual leave balance and deduct the donation through TINQ by adjusting the 
amount used from the donor’s annual leave balance.

2 Notify the donor and donor’s timekeeper of the pay period in which donation was processed.

3 Advise the donor’s timekeeper to deduct the annual leave donation amount from employee’s
annual leave balance in PC-TARE before preparing T&A for current pay period.

Continued on the next page
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3 LTP Donor (Continued)

B
Action for Leave
Donation
Processed

The leave donor’s LTP coordinator shall use the following table after the leave
donation has been processed.

IF recipient of donation
resides... THEN the State’s LTP coordinator shall... 

within the State � update the recipient’s file with donated hours

� total the recipient’s donated hours at end of the pay period

� TINQ total donated hours into the recipient’s NFC leave balance, as
appropriate

� advise the recipient’s timekeepers to add the donated hours to
appropriate leave balance in the PC-TARE master record before
preparing T&A’s for pay period. 

outside the State forward approved AD-1043 to LTP coordinator in recipient’s State Office
by FAX.

outside the agency forward approved AD-1043 to LTP coordinator at recipient’s agency by
FAX.
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4 TINQ Authorization 

A
Requesting 
NFC TINQ
Access

To request TINQ access, use the following table.

Step Action

1 Complete FSA-13-D (Exhibit 1) items 1 through 13.  Provide the correct RD or FSA code for
user in item 10.

Note: TINQ is a stand-alone system and can be requested without needing access to 
PC-TARE.  However, if the user has PC-TARE access, the account codes for 
PC-TARE will be used for TINQ access.

2 Check item 18, “TINQ”.

3 Complete items 20 and 21. 

4 FAX or e-mail FSA-13-D to KC-Information Systems Security Office:

� e-mail to security@kcc.usda.gov
� FAX to 816-926-6090.

B
Users Requiring
NITC and NFC
Logon ID’s

State Offices requiring a new logon ID for NITC and NFC shall:

� complete steps 1 through 4 in subparagraph A
� check item 16, “NITC/TSO”, “Create/Re-establish”. 



Notice PM-2310 Exhibit 1

FSA-13-D, Field Office Data Security Access Authorization Form

Continued on the next page

6-24-02 Page 1



Notice PM-2310 Exhibit 1

FSA-13-D, Field Office Data Security Access Authorization Form (Continued)
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FSA-13-D, Field Office Data Security Access Authorization Form (Continued)
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